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1 INTRODUCTION

Employee Self Service (ESS) is the Munis® Self Service application created specifically for
current employees and job applicants. ESS accesses information from, and stores information
in, the Munis Human Capital Management programs. When you update information in ESS, the
updates also occur in the applicable Munis programs.

For employees, ESS provides access to personal information, pay and tax information, benefits,
as well as training, certification, and performance information. For applicants, ESS provides
information on current job opportunities, manages applicant information, and provides automatic
distribution of future employment information.

Employees must have a valid Munis Self Service login to access the ESS application; registered

applicants receive a personal identification number (PIN) for accessing their profile and
prospective employment information.

1.1 BEMPLOYES&ELFSERVICEHISERS

The Employee Self Service application requires users to have a unique username and
password. If you are a system administrator, you can manually add users, or you can use the
Migrate Users option in the Munis Self Service User Administration program to create a set of
ESS users from the Munis Employee Master program. Munis users are not automatically
provided access to ESS, and there may be many employees who are not Munis users, but who
do use ESS. See the Munis Self Service General Administration Guide for more information on
defining ESS user permissions.

5 tyler

1.2 PASSWORDS

Password criteria for your organization is determined by your system administrator. Typically,
when you are provided an ESS user account, your administrator will require that you change
your password at your first login.

. tyler
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When you change your password, you must enter a p
password security policy. The Change Password page indicates whether the new password
meets the enforcement criteria.

Home Before proceeding you must change your password.

Current password |

Citizen Self Service
New password

Employment Opportunities

Password strength Unacceptable

. tyler

Vendor Self Service

Login
Home Before proceeding you must change your password.
Current password ssssssss
Citizen Self Service
New password sssssssa
Employment Opportunities Password strength  Acceptable |

. Confirm new password
Vendor Self Service ?

New password hint

On the Change Password page, you must also enter a password hint. If you forget your
password, click the Forgot Your Password? option on the Login page. This causes the
application to send you an email message that contains your password hint.

Login

Home User name

melfring
Citizen Self Service
Password .
Employment Opportunities Logln
Home Enter your user name in the textbox below and dick
Vendor Self Service Forgot your passwerd? "Retrieve Hint". An email containing your password hint

will be sent to you.
User name

Citizen Self Service

Employment Opportunities

Back tologin screen MGV

Vendor Self Service

©2016 Tyler Technologies, Inc.

If the password hint does not cause you to remember your password, click the link in the email

message to generate a new password. In this case, the Password Regeneration page displays
and when you select Initiate Password Regeneration, the application sends you an email with a
temporary password that you can use to log in.

In this case, you are forced to reset the password immediately upon login.

®
[ ]
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2 ES$IOMEPAGE

The home page of the ESS application displays personal information, organizational
announcements, time-off, and pay details. If you are a supervisor and the Names Level box is
properly defined in Employee Administration, the page displays time-off details for all employees

who report to you. The Home page also provides a menu of the various options available within
ESS.

The Home page menu varies according to the settings and permissions defined for ESS use in
our organization.

Welcome to Employee Self Service

Home o ‘You have documents that need te be read and acknowledged.

Employee Self Service

Announcements
Manager Self Service Welcome to Employee Self Service. This is a customized general message for all users to see.
Tasks
- Required reading
Benefits
¢ Employee Handbook
Life Events

Certifications

Workflow forwarding Update forwarding

Credentials X
Forward time off requests to:. Munis ¥
Expense Reports
Forward timesheets to:| Munis ¥
Employee Notifications
Start:| 4/4/2018 9:00 AM ¥ |End:| 4/5/2018
Pay/Tax Information

Performance Evaluations Personal information

More
Personal Information
FREEMAN, MARGARET L
. 1 TYLER DRIVE
Position Transfer VARMOUTH. ME 04096
- 3 Phone Email
Substitute Teaching :207-772-1000  Email: margaret.freeman@tylertech.com
Time Off
. Time off Request time off
Time Entry
Show projected balances
Training Opportunities Currently Earned
Available
My Career VACATION 0.00 0.00

Employment Opportunities =

©2018 Tyler Technologies, Inc.

()
[ ]
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2.1 RESOURCES

The Resources option in the ESS header displays links to available employee resources, which
can be helpful websites (such as health insurer home pages) company pay schedules, or

. Resources
Welcome to Employee Self Service
Benefits Web Site
Home o ‘You have documents that need to be read and acknowledged. '
Holiday Schedule
Employee Self Service o Training Courses Enroliment iz due on April 10, 2018. You have completed 0 out of 2 required tasks.
Wa
Manager Self Service Announcements
Parfarmance Appraica
Tasks Welcome to Employee Self Service. This is a customized general message for all users to see. g
soogle
Benefits vista
Required reading
Life Events Employee Handbook

* Employee Handbook

Certifications

Credentials

Workflow ferwarding Update forwarding
=t pe 52 Myl Forward time off re : v
W, quests to: nis A
mﬂMWUM N T I e N A

When you click a resources link, ESS displays the results in a new browser window. Resources
are added and maintained in Employee Self Service Administration > Employee Administration
> Document Administration.

2.2 ANNOUNCEMENTS

The Announcements section displays announcements that have been entered in Employee Self
Service > Administration > Employee Administration > Application Settings.

Announcements | Contact |

Welcome to Employee Self Service. This is a customized general message for all users to see.

There will be a department meeting on Monday at 2pm.

If you have questions or comments regarding an announcement, or to submit an announcement,
click Contact to open your default email application with a message addressed to your
administration contact.

= tyler
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2.3 REQUIREBEADING

When your organization adds documents or other linked resources to ESS and they identify
these resources as required, your Home page includes an announcement alerting you to the
documents, and the page includes a Required Reading section that includes the resource.

i tyler

Welcome to Employee Self Service

Home o You have documents that need to be read and acknowledged, < lf————

Employee Self Service o Training Courses Enroliment is due on April 10, 2018. You have completed 0 out of 2 required tasks.
Manager Self Service Announcements

Tasks Welcome to Employee Self Service. This is a customized general message for all users to see.

Benefits

Required reading
Life Events

+ Employee Handbook

Certifications

Credentials

Workflow forwarding Update forwarding

hsreee Rapy TN TN TN | e S TN TN TN N e o

In this case, when you select the required item, the program provides the View Document option,
and then an Acknowledge option.

Once you acknowledge receipt of the resource item, the acknowledgement is transferred to and
stored in Munis, and the document is removed from the Required Reading section of the ESS
home page.

2.4 WORKFLOWORWARDING

For employees who participate in the workflow approval process, the Workflow Forwarding
group is available on the Home page. If you have the appropriate permissions, this group
includes the Forward Time-Off Requests To and Forward Timesheets To fields, along with the
Start/End date fields. Using these fields, you can update your forwarding requirements and
when you click Update Forwarding, the changes are confirmed.

If workflow forwarding is enabled in Munis, the settings in the Workflow Forwarding group reflect
that setup. When you enable workflow in ESS, the program displays a confirmation and the
Pending Timesheets and Manage Time-off Request pages indicate the applicable forwarding

o tyler olPage
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Welcome to Employee Self Service

Home o You have documents that need to be read and acknowledged.

Employee Self Service o Training Courses Enrollment is due on April 10, 2018, You have completed 0 out of 2 required tasks.
Manager Self Service Announcements

Tasks Welcome to Employes Self Service. This is a customized general message for all users to ses.

Benefits

Required reading
Life Events
s Employee Handbook

Certifications

Credentials Workflow forwarding Update forwarding

Expense Reports Forward time off requests to:| Munis ¥

Employee Notifications .
Forward timesheets to:) Munis ¥

Pay/Tax Information
Start: 4/4/2018 10:00 AM ¥ |End:| 4/5/2018 10:00 AM ¥

A A VNN N N e N e N U

2.5 PERSONANFORMATION

In addition to organizational resources and announcements, the ESS Home page provides a
summary of your personal information and time-off history.

Personal Information provides your name, address, and contact information. Click More to
display your full profile, including your contact and hire information on the General tab, with the
Demographics, Contacts, Dependents, and Tax Form Delivery tabs providing additional details.
If your organization permits personal information updates through ESS, click Edit to make any

®
[ ]
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Home

Employee Self Service

Manager Self Service

Tasks

Benefits

Life Events

Certifications

Credentials

Expense Reports

Employee Notifications

Pay/Tax Information

Performance Evaluations

Personal Information
Add/View Changes
Job Information

Position Transfer

required changes.

Personal Informatio
FREEMAN, MARGARETL Y

General

Name
FREEMAN, MARGARET L
Preferred name

employee ID

297

SSN
349-03-4789

Active status

ACTIVE

Personnel status

FULL TIME

n

Email address

margaret.freeman@tylertech.com

Alternate email address

Home

Employee Self Service
Manager Self Service
Tasks

Benefits

Life Events
Certifications
Credentials

Expense Reports

Employee Notifications

Pay/Tax Information

Performance Evaluations

Personal Information
Add/View Changes
Job Information

Position Transfer

MUNIS EMPLOYEE SELF SERVICE GUIDE 2018.1

Demographics Contact Dependents Skills Tax form delivery

Hire date

10/3/2017

Service date

Personal Information

FREEMAN, MARGARETL ™

General

Name
FREEMAN, MARGARET L

Preferred name

Employee ID

297

SSN
349-03-4789

Active status

ACTIVE

Personnel status

FULL TIME

Demographics Contact Dependents

Email address

margaret freeman@tylert

Alternate email address

Primary location

MLF OFFICE

Check location

Skills  Tax form delivery

Hire date
10/3/2017
Service date
10/3/2017
Original hire date
1/1/0001
Supervisor

Supervisor email

When employee-initiated personnel actions are enabled for your organization, the Add/View
Changes option is available on the Personal Information menu. This option allows you to submit
changes for defined action types.

For example, if your organization permits you to add training courses that you completed
outside of your organization, the Training selection is available from the Requested Action Type

()
[ ]
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list on the Add a Personnel Action

Add a Personnel Action
Home Requested action type
TRAINING v
Employee Self Service
Add new
Manager Self Service
Training Area® Training Area* Training Area®
Tasks o o -
NERPOINT s ExCE ENT
BaRilE Training Type* Training Ty Training Type*
Life Events COMPUTER TRAINING PROFESSIONAL DEVELOPMENT RKS
L Training Sequence® Training Sequence® Training Sequence®
Certifications . e
Credentials Time* Time* Time*
Expense Reports .
L Date* Date* Date*
Eelvecial o 10/09/2017 11/01/2017 11/01/2017
Pay/Tax Information Training Points* Training Points® Training Points*
. 100.0000 0.0000 100.0000
Performance Evaluations
Training Score* Training Score* Training Score*
Personal Information
Add/View Changes Comments Comments. Comments
Job Information
Position Transfer E m E E E m
WW%u&Mmﬁ/W\N\JMN'\/’N RV AREIR NIV AV TNV T TN e TN

Click Add New to enter the training type and date. When you click Submit, the action is
submitted to your Human Resources department for processing through the Actions Entry
program. Once the action is confirmed, it is posted to your personnel record.

2.6 TIMEOFF

Time Off displays a chart of your projected available and projected earned time off in hours.
Click Request Time Off to initiate a time off request, and use the Show Current Balances and
Show Time Off Taken options to review available balances and time used to date.

See Time Off for completing time off requests.

2.7 PAYCHECKS

The Paychecks section displays information for the most recent pay periods in which you
received pay. In the Tools section, options are available for simulating your paycheck and
viewing W-2 and W-4 data. For more on these functions, refer to the Pay/Tax Information
section of this document.

o tyler 2 |Page
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For security purposes, year-to-date and last-paycheck earnings do not display initially. Click
Show Paycheck Amounts to show the dollar amount; click Hide Paycheck Amounts to hide the
amount. Click Details to display the Check Detail page.

Paychecks

Year to date

Last Paycheck: 8/30/2016 Previous paychecks
8/30/2016 === petails
8/30/2016 ~E===

Show paycheck amounts

Tools

Paycheck simulator
View last year's W2
Change your W4

heck

Check Detail

SULLIVAN, ABIGAIL

$4,100.00

Pay Ereakdown

Tools
= Previ hecks
Overview Last Paycheck: 8/30/2016 revious paychecl paycheck simulator
8/30/2016  $4,10000 Details VJ;iM st year's w2
p View last vear's w2
Check Date £/30/2016 6 800 00 8/30/2016 ~ $10000  Details Chanoe vour W
Change your W4
Pay Period /15/2017 - 8/30/2017 $ y .
Check Number 1030 Year to date
Check Status
Gross Pay £4,100.00
Net Pay 245099

Pay Type Hours Rate

2.8 BEMPLOYEEMEOFF

Amount

Sy fmww\\/mwaw%ﬂ\mqmmvww .

For supervisors, the Employee Time Off group displays a time off summary for the employees

who reporttoyou. T hi s
Self Service Administration.
i tyler

secti

Home
Announcements

Employee Self Service

Manager Self Service There will be a department meeting on Monday at 2pm.

Benefits

Certifications Personal information

Credentials BISHOP-ELFRING, MAUREEN

OME TYLER DRIVE

Expense Repaorts YARMOUTH, ME 04096

Phone
1555'555'5555\';9,‘

Email
Email: melfring@tylertech.com

Pay/Tax Information

Performance
Evaluations

Employment
Opportunities

Employee time off
HARMON, SYLVIA

Projected

Available

VACATION 174.00

B sicK 105.00
PERSONAL 2.00

I BEREAVE 2.00
FMLA 9,999.00

Show time off taken

TN TN T AT TN e T TN e TN e e et o TN e

on

Welcome to Employee Self Service

Welcome to Employee Self Service. This is a customized general message for all users to see.

di splays according to

B &

Contact

View calendar

Show current balance
Projected
Eamed
180.00
103.00
2.00
3.00

9,999.00

]
)
..O Q.

o tyler
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3 BVPLOYEEELFSERVICMENU

Optionsonthe ESSmenuar e avail abl e accor di mgoyee8elfparzvice or gan i
configuration. The menu can include the following options: Tasks, Manager Self Service,

Benefits, Certifications, Credentials, Expense Reports, Employee Notifications, Pay/Tax

Information, Performance Evaluations, Personal Information, Position Transfer, Punch In/Out,

Substitute Teaching, Time Off, Time Entry, Training Opportunities, My Career, and Employment

Opportunities. The list of available options varies according to the permissions and settings
established for our user ESS coofiguation.a n d

organi

Welcome to Employee Self Service

Home o ‘You have documents that need te be read and acknowledged.
Employee Self Service Announcements
Manager Self Service Welcome to Employee Self Service. This is a customized general message for all users to see.
Tasks

. Required reading
Benefits

* Employee Handbook

Life Events

Certifications Workflow forwarding Update forwarding

Credentials X
Forward time off requests to:. Munis ¥

Expense Reports
Forward timesheets to:| Munis ¥

Employee Notifications
Start:| 4/4/2018 9:00 AM ¥ |End:| 4/5/2018
Pay/Tax Information

Performance Evaluations Personal information

More
Personal Information
FREEMAN, MARGARET L
. 1 TYLER DRIVE
Position Transfer VARMOUTH. ME 04096
- 3 Phone Email
Substitute Teaching :207-772-1000  Email: margaret.freeman@tylertech.com
Time Off
. Time off Request time off
Time Entry
Show projected balances
Training Opportunities Currently Eamed
Available amed
My Career VACATION 0.00 0.00

Employment Opportunities

©2018 Tyler Technologies, Inc.

3.1 TASKS

Tasks provides a list of activities that you need to complete. This task list may be related to new
hire activities, open enrollment activities, required documentation reviews, and so on. The tasks
are generated within the Munis Employee Tasks programs and when you complete tasks, the

()
(X ]
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Munis database is updated to indicate the completion.

5. tyler

< e Training Courses Enrollment is due on April 18, 2018. You have completed 0 out of 1 required tasks.

Training Courses Enrollment  Training Certificate Upload
Due on 4/18/2018

Please see the list of require
training courses. Completion of Accounting Skill Advancement Training.docx  Remove

Training Certificate Upload m

Enroll in Training Course*

Performance Appraisal

e kg Training Courses Enrollment is due on April 18, 2018. You have completed 0 out of 1 required tasks.
Training Courses Enrollment  Training Certificate Upload
Due on 4/18/2018
Your file w: loaded
Please see the st of require ) "2 71¢"3 wpoace
training courses. Performance Appraisal
Training Certificate @ Completion of Accounting Skill Advancement Training.docx
Enroll in Training Course*

3.2 MANAGEKELFSERVICE

For managers, the Manager Self Service page provides access to employee certifications,
training, time-off, absences, task lists, evaluations, notifications, and job openings. Links provide
direct access to supporting ESS pages.

Manager Self Service

Home
My employees
itz Sl e Certifieations Training Time off Task list Evaluation Actions
Manager Self Service —_
BASTIEN, LINDSEY H v =
Interviewer Availability
JENKINS, HENRIETTA = v =
Interview Notes
o JENKINS, TERRENCE
Benefits
Life Events My job openings
Certifications Posted Applicants Candidates Offers FTE Salary
. IT MANAGER Dec 15 0 0 0 0/0 $0.00 - $0.00
Credentials
Request an openin
Expense Reports = —
Employee Notifications L .
Notifications Time off Absences
Pay/Tax Information .
V/ T Pending time off requests 0 << 2018 22 == 2018 E=)

Perf Evaluati : JFM AMJJASOND
erformance Evaluations Pending time sheets 0 Jan Feb Apr

Personal Information

Position Transfer

Substitute Teaching Sep
T2 @i S MOT W T F s
Time Entry

Training Opportunities B

©2018 Tyler Technologies, Inc.

For example, when training information is available for an employee, the training button displays.
To view a summary of the training information, hover your pointer over the training button. To
view the Training Courses page for that employee, click the Details link in the summary dialog
box.

o tyler 15|Page
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The Actions menu for each employee also provides options for viewing additional employee
information, including initiating a personnel action.

Manager Self Service

Home
My employees

Employee Self Service

Certifications Training Time off Task list Evaluation Actions
Manager Self Service — .
BASTIEN, LINDSEY H v = i
Interviewer Availability \
JENKINS, HENRIETTA v -

Send email
Interview Notes

View profile

Tasks View certifications
Benefits My job openings Request Personnel Action for Employee
View training
- Posted Applicants Candidates Offers FTE
Certifications View HEAD ACCOUNTANT timesheet
Credentials
Notifications Time off Absences
Expense Reports
Pending time off requests 0 c< 2017 22 = 2017 22
Employee Notifications o JEM AM IJASO N D
Pending time sheets 0 Jan [T var | apr
Pay/Tax Information
Performance Evaluations May  Jun Jul - Aug
Personal Information Sep ot o Dec

Position Transfer
S M T W T F s
Substitute Teaching

S e N N e

The Manager Self Service menu includes the Interviewer Availability and Interviewer Notes
selections. The Interviewer Availability page provides the Add New, Add Recurring, and Delete
options for adding or removing available interview times. The ESST Interviewer Availability page
and the Interviewer Availability program on the Human Capital Management > Recruiting menu
in Munis share data so when you update information in one source, the other source is
automatically updated.

5 tyler B &
Availability for Interviews
Home A Date Start Time End Time
Employee Self Service 11172017 2:00 AM 11:00 AM
Manager Self Service 17122017 200 AM 11:00 AM
Interviewer Availability 27172017 200 AM 11:00 AM m
Interview Notes 21372017 2:00 AM 11:00 AM
Benefits . e .
Add Availability for Interviews
Certifications
Time Off v Available Date = 03/13/2017
Available Start Time* g ﬂ 00 ﬂ AM ﬂ
Available End Time * 10 ﬂ 0o ﬂ mﬂ
®
o
o tyler
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The Interviewer Notes pages manages your notes for completed interviews.

Interview Details

Home A Interview Type  Job Opening Interviewee Date/Time Notes Scores
Employee Self Service Default " SMITH IOF 271042010 This applicant was knowledgeable, resourceful, 100 m
Interview Type ’ 2:00 AM timely, and courteous.
Manager Self Service NO JOB
Default JONES,TIMOTHY  12/15/2003 -
Iniea:iew rype  DESCRPTION S 12{‘00 ’AM Perfect candidate, 0 m
Interviewer Availability AVAILABLE )
Interview Notes EXPLORATORY , JONESTIMOTHY  10/25/2016 Exploratory interview completed. This was an o m
J 1:00 AM internal exploratory.
Benefits
Time Off v

©2017 Tyler Technologies, Inc.

When settings are turned on in the Recruiting Settings program, managers can place requests
for new or replacement job openings, as well as cancel job openings from ESS. The job
openings display on the Manager Self Service page.

. tyler B © &

Manager Self Service

loms My employees
Employee Self Service

i tyler B ©

Manager Self Service Request Job Opening

BASTIEN, LINDSEY H

=3
iew ilabili Home
T e ATy Description *  Historic Preservation Specialist ~
JENKINS, HENRIETTA b
Interview Notes Employee Self Service 4
PostDate* | 03/26/2018 4
. -~
Tasks JENKINS, TERRENCE Manager Self Service bl
® New Position Replacement b
Benefits Tasks 4
Need historic preservation expertise to assist with ()
q i structures at several city park sites
Life Events My job openings Benefits P g
Justification 5
Certifications Fosted Life Events §
4 /57
q IT MANAGER Dec 15 5
Credentials e Certifications ¢
£
Request an opening . ~,
Employee Notifications L ) Expense Reports }
Notifications Time off| ’;
Pay/Tax Information Employee Notifications Wj

Pending time off requests 0 << PP
= b e e G e "
Ve e W RSV S NP e NIV s

Perf Evaluati . . JASOND
erformance Evaluations Pending time sheets 0 Jan b Mar  apr

Personal Information

Ma: un il Aug
Position Transfer
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3.3 BENEFITS

Benefits provides a summary of your current-year benefit elections. Using this option, you can
view your current benefit selections. If enabled by your organization, you can also make
elections for the upcoming year during the open enroliment period or petition to change current-
year elections with a qualifying life event.
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3.3.1 Benefit Reviews/Gimges

The Benefits page includes various benefit options that are available according to your
organi zati onos HE&Henefiis debighagiad assAtways Available, then the Make
New Election, No Changes, and Decline Benefit options display. If a benefit is designated as
Available for Life Events Changes, then the Report/View Life Events option displays.

When you are updating benefits and you increase benefit amounts, the program displays a
message indicating any supplemental forms that must be completed. The program also
indicates any amount or increment restrictions for the acceptable values (for example, if an
amount must be between $n and $$nn or if an amount must be entered in specific increments).

3.3.2 Open Enroliment

Open Enrollment provides benefit elections for an upcoming coverage period. During the Open
Enroliment period established by your organization, you can select your preferred options or
decline one or more of the benefits provided.

Depending on your or g aheiPayechéck Sinmukater link &y besaradilablé. n g s
When you use the paycheck simulator, ESS indicates how your benefit selections will affect

your pay. See the Pay/Tax Information section of this document for more information on using

the Paycheck Simulator.

3.3.3 Make New Election

On the Benefits page, click Make New Election for a benefit and the program displays the
avail able options and the cost details for each.
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